DI SPOSAL AUTHORI TY N1-463-91-1

EEO EQUAL EVMPLOYMENT OPPORTUNI TY

Ceneral material, correspondence, and
copies of regulations with rel ated
records pertaining to the GQvil R ghts
Act of 1964, the Equal Enpl oynment Qopor -
tunity (EEOQ Act of 1972, and any perti -
nent future |egislation; and Agency EEO
Conpl ai nt Counsel i ng and Medi ati on.

EEO 1 POLICY

Pol i cy and guidelines covering all sub-
jects under this primary subject. |If
needed, subdivide by type or subject of
policy and cross-reference to appropri-
ate subj ect category.

EXCEPT: Published instructions or direc-
tives which are filed in binders accord-
ing to established Agency custom

* Retention Period *

(i tem 1044a)
Oiginating office:
Destroy when 3 years
ol d, or when superseded
or obsol ete, whichever
appl i cabl e. +[ (D sp.
Auth. GRS 1-25-g.)]+

(i tem 1044b)
Al'l other offices:
Destroy when 3 years
ol d, or when superseded
or obsol ete, whichever
appl i cabl e. +[ (D sp.
Auth. GRS 1-25-g.)]+

(item 1045a)
Oiginating office:
PERVANENT . Retire to
Federal Records Center
(FRO when 10 years
old. Transfer to
Nat i onal Archives and
Records Adm ni stration
(NARA) when 15 years
years ol d.

(i tem 1045b)
Al other offices:
Destroy when super seded
or obsol ete.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED
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EEO 2 REPORTS AND STATI STI CS
Includes all naterials on Affirmative

Action and EEQ Subdi vide as best suits
user's needs.

EEO 2-1 Counseling Reports

Summaries of counseling efforts on alle-
gations of discrinmaination.

EEO 2-2 Activity Reports

Summaries relating to work activity
i nvol ved wi th Equal Enpl oynent Qpport u-
nity.

* Retention Period *

(item 1046a)
Oiginating office:
Destroy 5 years after
case is closed. +[(D sp.
Auth. GRS 1-25-f)]+

(item 1046b)
Al'l other offices:

Destroy 5 years after
case is closed. +[(D sp.
Auth. GRS 1-25-f)]+

(item 1047a)
Oiginating office:
Destroy 3 years after
case i s cl osed.

(item 1047b)
Al'l other offices:

Destroy 1 year after
case i s cl osed.

(item 1048a
Oiginating office:
Destroy 5 years from
date of plan. +[ (Di sp.
Auth. GRS 1-25-h)]+

(item 1048b)
Al'l other offices:

Destroy 5 years from
date of plan. +[ (Di sp.
Auth. GRS 1-25-h)]+

MAKE FI LE FOLDERS FCR ONLY THOSE SUBJECTS NEEDED
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EEO 3 COW TTEES, MEETI NGS

Commttees and neetings relating to
admnistrative activities and functions
not having |l ong termsignificance.

Subdi vide coomttees and neetings, if
necessary, and show nane and date span
on fol der.

Case file copy of mnutes and rel ated
materi al, including agendas, of substan-
tive or significant commttees or

nmeeti ngs concerned w th broad aspects of
t he Agency, such as advi sory organi za-
tions and interagency commttees. |In-
cl udes commttees chaired by representa-
tives or records naintai ned by EEO rep-
resentatives on commttees to carry out
responsi bility of assignnents.

EXCEPT: Programcommttees and neetings
whi ch shoul d be filed under the specific
pr ogram cat egory.

EEO 4 COUNSELI NG AND MEDI ATI ON OF COVPLAI NTS

Case files on counsel ors, including
material and rel ated correspondence,
reports, exhibits, notices and copi es of
settl enent agreenments. Subdivide as
best suits user's needs.

* Retention Period *

(item 1049a)
Oiginating office:
Destroy when 3 years ol d.
+[(Di sp. Auth. GRS 1-25-

Q)]+

(item 1049b)
Al'l other offices:

Destroy when 3 years ol d.
+[ (Di sp. Auth. GRS 1-25-

Q)]+

(item 1050a)
Oiginating office:
Transfer to FRC when
10 years old. Destroy
when 20 years ol d.

(i tem 1050b)
Al'l other offices:

Destroy when 2 years ol d.

(item 1051a)
Oiginating office:
Destroy 3 years after
case i s cl osed.

(item 1051b)
Al other offices:
Destroy 1 year after
case i s cl osed.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991
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EEO 4-1

Counsel ing Duty Counseling

Case files on counsel ors, including

materia

and rel ated correspondence,

applications, records of ratings,
appoi ntent letters, training records,
and recognitions.

EEO 4-2 Collateral Duty Counseling

Case files on counsel ors, including

materia

and rel ated correspondence,

applications, records of ratings,
appoi ntment letters, training records,
and recognitions.

June, 1991

* Retention Period *

(item 1052a)
Oiginating office:
Destroy 3 years after
termnation of
counsel i ng. +[ (D sp.
Auth. GRS 1-26-a)]+

(item 1052b)
Al'l other offices:

Destroy 3 years after
term nation of

counsel i ng. +[ (D sp.
Auth. GRS 1-26-a)]+

(item 1053a)
Oiginating office:
Destroy 3 years after
appoi ntnent is
termnated. +[ (D sp.
Auth. GRS 1-26-a)]+

(item 1053b)
Al'l other offices:

Destroy 3 years after

case is closed. +[(D sp.

Auth. GRS 1-26-a)]+

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED
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EEO 5 SPECI AL EMPHASI S PROGRANVS

Ceneral correspondence and nateri al
relating to the prograns |isted bel ow

a. Federal Wnen's Program

b. H spani c Enpl oynent

c. Native Anerican Program

d. Career Enhancenent Program

e. Cooperative Education Program

f. Qher Special Prograns (includes
enpl oynent of physically handi capped,
nmental |y retarded).

h. Housi ng

Subdi vi de as best suits user's needs.

EEO 6 PROGRAM REVI EW

Ceneral material and informati on on EEO
programrevi ews.

* Retention Period *

(i tem 1054a)
Oiginating office:
Destroy when 5 years ol d.
+[(Di sp. Auth. GRS 1-25-

Q)]+

(i tem 1054b)
Al'l other offices:

Destroy when 3 years ol d.
+[ (Di sp. Auth. GRS 1-25-

Q)]+

(item 1055a)
Oiginating office:
Destroy when 5 years ol d.
+[ (D sp. Auth. GRS 1-25-
h-3)] +

(i tem 1055b)
Al'l other offices:

Destroy when 5 years ol d.
+[ (Di sp. Auth. GRS 1-25-
h-3)] +

MAKE FI LE FOLDERS FCR ONLY THOSE SUBJECTS NEEDED
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EEO 6-1 Affirmative Enpl oynent Program

Case file material fromliai sons noni -
toring programthrough correspondence or
on-site.

* Retention Period *

(item 1056a)
Oiginating office:
Destroy 5 years from
date of report. +[(D sp.
Auth. GRS 1-25-h-4)]+

(item 1056b)
Al'l other offices:

Destroy 5 years from
date of report. +[(D sp.
Auth. GRS 1-25-h-4)]+

EEO 6-2 Federal Equal Opportunity Recruitnent Program

Case file material fromliai sons noni-
toring programthrough correspondence or
on-site.

EEO 6-3 Cooperative Education Program

Case file material fromliai sons noni -
toring programthrough correspondence or
on-site.

(item 1057a)
Oiginating office:
Destroy 4 years after
case file is cl osed.

(item 1057b)
Al other offices:
Destroy when case
file is cl osed.

(item 1058a)
Oiginating office:
Destroy 4 years after
case file is cl osed.

(item 1058b)
Al other offices:
Destroy when case file
i s closed.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991
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EEO 6-4 Title 4 (Non-Di scrimnation)

Case file material fromliai sons noni -
toring programthrough correspondence or
on-site.

EEO 7 SUMVER | NTERN PROGRAM

Correspondence and general nateri al
pertaining to the Intern Program Al
activities requiring student partici pa-
tion.

EEO 7-1 Agency Contacts

Case file records on all agency contacts
involved in the Intern Program

* Retention Period *

(item 1059a)
Oiginating office:
Destroy 4 years after
case file is cl osed.

(i tem 1059b)
Al other offices:
Destroy when case file
i s closed.

(item 1060a)
Oiginating office:
Destroy 4 years after
case file is closed.

(item 1060b)
Al other offices:
Destroy when case file
i s closed.

(item 1061a)
Oiginating office:
Destroy 4 years after
case file is closed.

(item 1061b)
Al'l other offices:

Destroy when case file
is closed.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991
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* Retention Period *

EEO 7-2 Historic Black Coll eges and University Liaisons

Case file records on Hstoric Black Col -

) Lo ; ) i gi hhf EAY1BPPRLe:
| eges and Universities involved in the Ori gi hat PRy GPFRCe
I ntern Program Destroy 4 years after

case file is cl osed.

All o{ h&P"b#PP@B%

Destroy when case file
is closed.

EEO 7-3 Hi spanic Coll ege and University Liaisons

Case file records on H spanic Col | eges (item 1063a)

and Universities involved in the Intern aiginating of fi ce:
Progr am Destroy 4 years after

case file is closed.

(item 1063b)
Al other offices:
Destroy when case file
i s closed.

EEO 7-4 Identified Positions
(item 1064a)
Oiginating office:
Destroy 4 years after
case file is closed.

Case file records on Agency contacts and
|'iaisons who identify positions and
mat ch positions w th students.

(item 1064b)
Al'l other offices:

Destroy when case file
i s closed.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991 8
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EEO 7-5 Student Interns

Case file records listing all Student
Interns in prograns. Background infor-
mati on on students and school s partici-
pating in the program

EEO 7-6 Special Prograns

Case file records relating to specia
prograns for the Intern Program

EEO 8 POSTERS

Ceneral correspondence on signs and
posters, all signs and posters; paper,
cardboard and ot her nedi uns; for
information, educational, or regulatory
pur poses. Case folders on pl anni ng,
design, art work, graphics, and rel ated
materials. Subdivide as best suits
user's needs. Al so applies to posters
provi ded by USDA or other sources.

* Retention Period *

(item 1065a)
Oiginating office:
Destroy 4 years after
case file is cl osed.

(item 1065b)
Al other offices:
Destroy when case file
i s closed.

(item 1066a)
Oiginating office:
Destroy 4 years after
case file is cl osed.

(item 1066b)
Al other offices:
Destroy when case file
i s closed.

(item 1067a)
Oiginating office:
Destroy when super seded,
obsol ete, or no | onger
needed for reference.

(item 1067b)
Al other offices:
Destroy when super seded,
obsol ete, or no | onger
needed for reference.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991



